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Setting up your account

After an award has been made, if this is your first time receiving an award you will
receive an invitation from eCivis to setup your account. If you have already set up an
account previously after receiving an award, you do not need to setup a new account.

Example of account setup email:

| Your tools for grants success.

Grants Network - Password Reset Notification Monday, January 29, 2018

Your account has been reset with a temporary password.

Please use the information below to log in to Grants Network and update your account with a new personal password. If, for some
reason, the temporary password does not work, please wait 10 minutes and try again. If you still have difficulty logging in, please
contact Client Services at (877) 232-4847. Please note: multiple "Forgot Password” or "Reset” requests will generate multiple

temporary passwords and may interfere with your login.

Username: cademo14
Temporary Password: shipim72

To login, please go to gn.ecivis.com.

Follow the instructions in the email to complete your account setup.

My Projects

To see all of the projects/grant awards you have currently been awarded go to the
Grants Management tab and select My Projects.
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On the My Projects page you will see all the projects you are currently assigned to. To
access a Project/Grant Dashboard click on the project title.

My Projects

Q Project Search | | |5 Project Calendar @ Create Project

My Projects

Project Department My Pending Tasks
Access to medicine Health Department 2 |
Accountability in Health Health Department 5
Adult Literacy Health Department 2

Completing an approval task

Once the funding agency has established the ongoing reports that will be required, alerts
will be emailed when tasks are assigned to you. The email will include the project, grant,
and task type that has been assigned to you.

Example of alert:

eCIVIS

I Your tools for grants success.

Grants Network - Task Assignment Notification Monday, January 29, 2018

The following task has been assigned to you or a group you belong to:

Department: Health Depariment
Project: Behavioral Health
Grant: US16874 Behavioral Health Integration Initiative (BH2I)- FY 2017
Task: Reimbursement Request (monthly)
Assigned To: Franklin Pierce
Due: 02/1522018
Description:

Make sure to read the description for instructions on any additional documentation that
needs to be uploaded and submitted with the task.

To complete the task, select the task name from the email and you will be taken to the
Approval Request Form page where you can upload any required documents and
complete the task.

On the Approval Request Form, upload all required documents, set the Approval due
date for 2 weeks from the present day, add any clarifying notes to the approver, and
select Save.



Example of Approval Request Form
Approval Request Form

Approval Request Form

Project Behavioral Health

Grant: US16874 Behavioral Health Integration Initiative (BH2l) - FY 2017
Task: Rgst Approval: Reimbursement Request (monthly)

Attachments ) : e ‘—

Description: N/A

Approver: Scott Williams, asd

City Attorney
Approval Due*: = ‘_
Reminder: @ =

Files to Forward @ : No files are currently attached.

MNotes to Approver:

500 Characters Left

save ) ‘mea )

Once the request has been approved, you will automatically be notified of the decision. If
approved, the task will be removed from the Pending Tasks tab to Completed tasks. You
can check the Completed Tasks tab to review the task or confirm it has been completed.

Pending/Completed tasks tabs:

Pending Tasks Completed Tasks Approval History

Task Name Grant Stage Assigned To Due Reminder File(s) Done

\sieszs:  Grant S. Williams 12/31/2018  12115/2018

Contract Close FY2017 Avarded 4 (=] ]

@ Add Task Refresh



Completed Tasks tab:
Completed Tasks

Behavioral Health

US16874 Behavioral Health Integration Initiative (BH2I) - FY 2017 = Minimize

Download Manage

Stage Task Name Due Completed On Completed By Files Files Edit  Notes
) ; o -

Grant Awarded Application Submitted 08/15/2017 08/15/2017 S. Williams & & @

Grant Awarded A\ Rast Approval: Award Setup 01/29/2018 S. Williams 5
form g o E)

Implementation /N Rqst Approval: 02/15/2018 01/30/2018 S. Williams ) ) L;Q
Reimbursement Request L4
(monthly)

Implementation /N Approval Reqd: 02/110/2018 01/30/2018 S. Williams ) » @
Reimbursement Request LA
(monthly)

Implementation -Approved 02/10/2018 01/30/2018 S. Williams

Done )

FAQ

What if | missed or deleted the task assignment email? How do | find it again?

To find any pending tasks that may still be assinged to you, log into eCivis and go to the
my project page.

eCIVIS

Your tools for grants success. Grant Management Grant Resea

Project Dashboard

Research Project Search
Find Grants My Projects

Project Calendar

Lo S Create Project e
Organization Activity Summary : anization Dash




At the top of the page click on Project Calendar.

My Projects

Q Project Search || [ Project Calendar | || @ Create Project

My Projects

Project Department My Pending Tasks
Access to medicine Health Department 1
Accountability in Health Health Department L

On this page you can see in a calendar view any upcoming tasks. You can also click on
the Display as List option on the right side of the page to see a chronological listing of all
tasks assigned to you, their status, due date, and a link to the task.

Project Calendar
Project Calendar

January 2018

@ MyProjects O All Projects Display as List

January R% 2018 ~ Go « December 2017 February 2018 |»
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
31 Jan. 1, 2018 2 3 4 5 6
My Tasks: 2 My Tasks: 1 My Tasks: 1
All Tasks: 3 All Tasks: 1 All Tasks: 1

Displayed as a list
Project Calendar

@ MWyProjects (O Al Projects Display as Calendar
Item Due
Project v Department v Task v Project Lead v Assigned To v Grant v -
Health Coerdination Health b Test S. Williams M. Fillmore US15330 Early Head 01/01/2015
Department Start (EHS

Expansion and

Migrant and
Seasonal EHS-Child

Care Partnerships -

EY 2015
ESL Health » Approval Reqd S. Williams J. Adams US11321 AmeriCorps  09/16/2016
Department Department:... VISTA Program - FY
2016
Older American’s Act Health OAAA Application - S. Williams C. Coll General 04/15/2017
Allocations - Applications Department Baltimo
Regional Drug Task Force City Attorney Q1 Financial Report S. Williams L. Alexander US1834 Volunteer 10/07/2017
Grant Fire Assistance
(VFA) Program - FY
endar/NATE/A2120/FI TERTVDE/N/DROIFCTTVDF /mv mn4e






